
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
1629

'age L of

Dept. of Health & Mental Hygiene
Medical Care Policy Administration

Division/Unit

Division of Aging Services

Item
No.

Description Retention

3 .

ADULT DAY CARE HUMAN SERVICE CONTRACTS
Files may contain the following records:
Program proposals, budgets, budget modifications,
awards,"contracts, site visit reports, correspondence,
program service data and information ( eg. quarterly
data reports, etc.) Miscellaneous records.

GERIATRIC EVALUATION SERVICES HUMAN SERVICE CONTRACTS
Files may contain the following records:
See #1 above

PERSONNEL FILES
Applications, appointment letters, commendations,
counseling, disciplinary actions, efficiency ratings,
training, etc.

TIME SHEETS

ADMINISTRATIVE RECORDS
Employee expense accounts, Administration/Division
budgets, correspondence related to budgets.

AUDIT REPORTS - Conducted by State Legislative
Auditors

AUDIT REPORTS - Conducted by persons or agencies other
than State Legislative Auditors

Retain for a minimum of
six (6) full years plus
current year and until
all audit requirements
have been fulfilled,
then destroy.

Same as above

Retain for six (6) years
after employee separates
from unit then destroy.

Retain for six (6)
years. Then destroy

Retain for six (6) years
then destroy.

Retain for ten (10)
years, then destroy.

Retain permanently,
periodically transfer to
State Archives.

||Schedule Approved by Department, Agency,
Division Representative.

Ipate /A ril 12

Typed Namfl Thprpsa
fitift Acting Chief, Div. of Adm. Sr«e

Schedule Authorized by State Archivist

JGS 550-1 (Rev. 1/93)



INSTRUCTION* - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WIIH RECORDS RETENTION
SCHEDULE (DGS 550-tj

i. DEPARTMENT/AdENCY
Dept. of Health & Mental
Hyeiene

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7375 WATERLOO ROAD
P.O BOX 275 - JESSUP. MARYLAND 20794

I. DIVISION

Medical Care Policy

: -i
AGENCY RECORDS INVENTORY |

Pa-oe / Of 7

1 UNIT

Division of Aging Service;

DEFINITION - Rtcordt Stritt • A group of rttittd rtcordt normillv flltd ind uttd it i unit for rtftrtnct i t wtll i t rtttntton ind dttpotttfon purpoitt.

4. RECORD SERIES tITLE

Adult Day Care Human Service Contracts (grants)

S. EARLIEST YEAR 1 LATETEST YEAR

1987 TQ 1994

1. RECORD SERIES DESCRIPTION ( Briefly describe the types of infonnalion/documenls/torms found In Ihe Series. Include Ihe purpose of function of Ihe Series)

Proposals and budgets submitted by providers and a l l follow-up information.
This may also include site v is i t reports conducted by this Division.

i

7. RECORD SERIES FORMAT(S)

j j j j j Letter Srze D Microfilm

x j g Legal Size o Computer Tape

a Bound Book 0 Floppy Disk

o Audio Tape • Video Tape

D Other (Specify)

11. FILE IS USED

• Daily O x i f ^ ' y ° Monthly

1 1 CURRENT LocATIONfS) (Bldg. Floor. Room)

Outside of room 128, 1st Floor,
0'Conor Bldg.

IS. ACCESS RESTRICTIONS (If yes. cile law(s) « regiilalion(s)

D Yes . y u Q . No

17. IS AH INDEX SYSTEM USED? (If yes. explain briefly and
describe 8ny hardware/software)

a Yes ^xx^ 0

19. NAME AND TITLE OF PREPARER

Douglas C. Sommers

8. RECORD SERIES SEQUENCE

X X Alphabetical

D Numerical

o Chronological

• Geographical

D Other (Specify)

9. VOLUME
S ^ f l e Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
• Other (SDecify)

S
Number

1o. ANNUAL ACCUMULATION

x File Drawer (s)
D Mictofilm Reel (s)
o Computer Tape(s)
D Other ISnecifyi

1 1/9
Number

12. FILE BECOMES INACTIVE AFTER

3 5 x j j j Monlh(s) a Yearfs)

Number

U . IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office)

is. AUDIT REQUIREMENTS

0 None g x S t a l e a Federal • Independent

18. RECOMMENDED RETENTION Retain fo r a minimum of s ix (6)
f u l l years and current year or u n t i l audit
requirements have been f u l f i l l e d , then destroy.

20. TELEPHONE NUMBER

(410) 225-6764
21. DATE

4/12/94

DGS 550-4 (Rmhsd 1/93)



INSTRUCTION - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-tj

DEPARTMENT OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 775 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1 DEPARTMENT/A I IENCY

Dept. of Health & Mental
Hygjp.ne

1 DIVISION

Medical Care Policy
Administration

1 UNIT

Div. of Aging Services

DEFINITION - Rtcordi Strin • A group of rtlittd rtcordi normilly Olid ind uttd n I unit for rtftrtnct I I will M rtttnSon ind dlipotlljon purpoiit.

4. RECORD SERIES TITLE

Geriatric Evaluation Services Human Service Contracts
(grants)

4. EARLIEST YEAR I lATETEST YEAR

1987 TO 1994

I . RECORD SERIES DESCRIPTION ( Briefly descrbe Ihe types of informalion/documenis/foms found In Ihe Seiies Include the purpose or function of Ihe Series)

Proposals and budgets submitted by providers and a l l follow-up information.

7. RECORD SERIES FORMAT(S)

^ r * teller Size • Microfilm

J i Legal Size o Computer Tape

o Bound Book o Floppy Disk

o Audio Tape o Video Tape

o Other (Specify)

RECORD SERIES SEQUENCE

J8X Alphabetical

O Numerical

o Chronological

O Geographical

D Olher (Specify)

9. VOLUME

X X F"e Orawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
• Olher (Specify)

Number

1o. ANNUAL ACCUMULATION
StpCFile Drawer (s)
• Microfilm Reel (s)
o Computer Tape(s)
D Olher (Specify) _

1 1/2
Number

11. FILE IS USED

o Daily x x j j Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

36 x » Monlh(s) D Year(s)
Number

i l . CURRJNJ LocAllON(S) (Dldg.. Floor. Room)

Outside of room * ° * *-
0'Conor Bldg.

, 1st Floor
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes ; fixNo

IS. ACCESS RESTRICTIONS (If yes. cite law(s) I regwlalion(s)

O Yes . Sfi35 No

is. AUDIT REQUIREMENTS

o None X X Stale o Federal D Independent

17. IS AM INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

O Yes °XX°

18. RECOMMENDED RETENTION _ R e t a i n f Q r a m l n i m u m o f s i x ( 6 )

full years and current year or until audit" •".- '.•-
requirements have been fulfilled then destroy

1«. NAME AND TITLE OF PREPARER

Douglas C. Sommers
JO. TELEPHONE NUMBER

(410) 225-6764
1. DATE

4/12/94

DCS 5XM (RovtjKj 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-lj

DEPARTMENT OF GENEF«AL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 375 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Of

1. DEMRTMENT/AdEMCY

Dept. of Health & Mental
Hygiene :

i . DIVISION

Medical Care Policy
Administration

1 UNIT

Div.of Aging Services

DEFINITION • Ricordi Stritt • A group of rtlittd ttcotdi normilly ftltd ind und « 1 unit for tifattnci <t wtll i t tthntion ind dltpotlbon jiurpetit.

I RECORD SERIES TITLE

PERSONNEL FILES

*. EARLIEST YEAR I LATETEST YEAR

1987 TO 1995

h. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of infomalion/documents/forms found In Ihe Series. Include Ihe purpose or function of Ihe Series)

Personnel Files — applications, appointment letters, commendations, counseling,
disciplinary actions, efficiency ratings, training, etc.

7. RECORD SERIES FORMAT(S)

X§t teller Size D Microfilm

X9t Legal SUe o Computer Tape

o Bound Book D Floppy Disk

• Audio Tape o Video Tape

o Other (Specify)

RECORD SERIES SEQUENCE

xTJ£ Alphabetical

O Numerical

XSC Chronological

D Geographical

• Olher (Specify)

9. VOLUME

X X ) File Drawer(s)

D Microfilm Reel (s)

D Compeer Tape (s)

b Olhei (Specify)

Number

Ho. ANNUAL ACCUMULATION
XJCFile Drawer (s)

a Microfilm Reel (s)

• Computer Tape(s)

1/6 D Olher (Specify)

Number

11. FILE IS USED

o Daily a Weekly X K Monlhly

12. FILE BECOMES INACTIVE AFTER

6
Number

D Monlh(s) Year(s)

1 1 CURRENT LOCATION^) (Bldg. Floor. Room)

Outside of room 128, 1st
Floor, O1Conor Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify ag»ncy or office)

a Yes x g No

IS. ACCESS RESTRICTIONS O' yes. cKe M s ) «

a Yes ._ E X No

16. AUDIT REQUIREMENTS .

O None X X ) Slale 0 Federal • Independent

17. IS AM INOEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION - Retain for:slx^£6:jcyears2£-~3
after employee separates from unit then destroy.

o Yes D No

19. NAME AND TITLE OF PREPARER

Douglas C. Sommers

20. TELEPHONE NUMBER

(410) 225-6764

21. DATE

4/12/94

DGS 5504 (Rmfctxi W3)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-lj

i. DEPARTMENT/AfJENCY

Dept. of Health & Mental

DEPARTMENT OF G E N E R A L SERVICES .
RECORDS MANAGEMENT OMSION

7275 WATERLOO ROAD
P.O BOX J75 - JESSUP. MARYLAND 2O?9<

1 DIVISION

Medical Care Policy Adm.

AGENCY RECORDS INVENTORY

jj r).
Page jf Of /

1 UNIT

Div. of Aging Services
hvExene

TJEFlfilTloN • Rtcotdt Strttt - A Jroup of ttlittd rtcordt normilly ftltd md uitd at a unll for rtftrtnct i t will i t rtttntion and dl«poll«on fcurpoHl.

i. RECORD SERIES tITLE

TIME SHEETS

5. EARLIEST YEAR / LATETEST YEAR

1Q87TQ 1995

4. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informaltorVdocumenis/Iorms found In Ihe Series. Include Ihe purpose or tundlon of Ihe Scries)

Time Sheets for staff members, past and current.

1

7. RECORD SERIES FORMATfS)

JULeller Size o Microfilm

'B'^Legal Si*e • Computer Tape

o Bound Book D Floppy Disk

• Audio Tape o Video Tape

D Other (Srwcrfvl

11. FILE IS USED

• Daily o Weekly X K Monlhly

1 1 CURRENT LocATIOH(S) {Bldg. Floor. Room)

Outside room 128, 1st f loor
O1Conor Bldg.

15. ACCESS RESTRICTIONS (If yes. cite law(s) « regnlalion(s)

o Yes . TBX No

17. IS AM INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

o Yes ci No

\i. NAME AND TITLE OF PREPARER

Douglas C. Sommers

8. RECORD SERIES SEQUENCE

XXjXAIphabeticat

o Numerical

D Chronological

0 Geographical

a Other ISpecifv)

9. VOLUME

x x File Dtawer(s)
0 Microfilm Reel (s)
a Compeer Tape (s)

- b Other (Knecifv)

Number

IO. ANNUAL ACCUMULATION

X X o File Drawer (s)
D Microfilm Reel (s)
• Computer Tape(s)
D Other (SDeciM

1/6
Number

12. FILE BECOMES INACTIVE AFTER

6 O Monlh(s) v ^ Year(s)
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes D Klo
X.X.

16. AUDIT REQUIREMENTS "~

a None B S State o Federal • Independent

18. RECOMMENDED RETENTION R .

then destroy.

JO. TELEPHONE NUMBER

(410) 225-6764

n for six (6) years

51. DATE

4/12/94

DGS 550-4 (RevfsKt 1/93)



- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE COGS 550-1)

Dept. of Health & Mental

D E P A R T M E N T O F G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 375 • JESSUP. MARYLAND 20794

1 DIVISION

Medical Care Policy
AHmini

Pg-ge

AGENCY RECORDS INVENTORY

> Of /

1 UNIT

Division of Aging Services

FINITloM - Rtcordt Stritt • A group of rtUttd rtcerdt nomilly flltd ind utid i t t unit for rtftrtnct i t wtll U ftttnUon tnd dlipoilBon purpslii.

I RECORD SERIES tITLE

Administrative Records

4. EARLIEST YEAR I L A T E T E S T YEAR

1987 TO 1995

4. RECORD SERIES DESCRIPTION ( Briefly descrbe Ihe types of Wormalion/documentsrtorms found In Ihe Series. Include Ihe purpose or fundlon of Ihe Series)

Administrative records of employee expense accounts, administration/division
budgets, correspondence related to budgets.

7. RECORD SERIES FORMATfS)

ltei Size O Microfilm

Jjjylegal Size o Computer Tape

D Bound Book D Floppy Disk

o Audio Tape D Video Tape

o Olher (Specify)

8. RECORD SERIES SEQUENCE

O Numerical

% Chronological

• Geographical

o Olher (Specify)

9. VOLUME
Fie Drawer(s)

• Microfilm Reel (s)
a Computer Tape (s)
• Olher (Specify)

Number

io. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Reel (s)
• Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily D Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

fr
Number

D Monlh(s) Year(s)

1 1 CURRENT L O C A T I O N ( S ) (Dldg. Floor. Room)

Outside of room 128, 1st
floor, O1Conor Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D ho

IS. ACCESS RESTRICTIONS (If yes. cite law(s) i regulalion(s)

a Yes .

16. AUDIT REQUIREMENTS

o None * ? Stale D Federal O Independent

17. IS AM INDEX SYSTEM USED? (II yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION - R e t a i n i n o f f i c e f o r 6 y e a r s and
t h e n d e s t r o y . . . :• . „ . .••> . , • *-'-•'.,

• Yes O No

14. NAME AND TITLE OF PREPARER

D o u g l a s C. Sommers
20. TELEPHONE NUMBER

(410) 225-6764
21. DATE

4/12/94

OGS 550-4 (Revtjsd 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCIfEDULE fOGS 550-I j

1 D E P A R T M E N T / A 6 " E N C Y

Dept. of Health & Mental

D E P A R T M E N T OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7375 WATERLOO ROAD
P.O BOX 275 • JESSUP. MARYLANO 20794

1 DIVISION

Medical Care Policy Admin

AGENCY RECORDS INVENTORY

Pa-oe l() 01 7

1 UNIT

Div. of Aging Services
••• H y g r e n e • • • • • •

DEFINITION - Ricotdi Strict • A group of rtlttid rtcordi normtlly fil«d ind ui»d t i t unit for rtftnnct n will t i r«t»nl)on ind dllfotlbon £urpsiit.

4. RECORD SERIES tITLE

Audit Reports

i. EARLIEST YEAR > LATETEST YEAR

1987T0 1991)

1. RECORD SERIES DESCRIPTIOM ( Briefly describe Ihe types of informalion/documenis/forms found In Ihe Series Include Ihe purpose or function of Ihe Series)

Audit Reports conducted by State Legislative Auditors.

l

7. RECORD SERIES FORMATfS)

jgjjleller Size o Microfilm

^S^Legal Size o Computer Tape

o Bound Book • Floppy Disk

a Audio Tape o Video Tape

D Other (Specify)

11. FILE IS USED

O Daily o Weekly x x ° Monlhly

1 1 CURRENT LOCATIONS) (Bldg . Floor. Room)

Outside of room 128, 1st f loor
O1Conor Bldg.

IS. ACCESS RESTRICTIONS (If yes. cKe law(s) 8 rcgulalion(s)

O Yes . -jf^f Nn

17. IS AM INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/software)

O Yes • No

18. MAME AND TITLE OF PREPARER

Douglas C. Sommers

8. RECORD SERIES SEQUENCE

X txx^ lh3''elic;l1

, ,,«O Numerical

X X X 3 Chronological

D Geographical

0 Other (Specify)

9. VOLUME

x g FUe Drawei(s)

D Microfilm Reel (s)

D Computer Tape (s)

• Other (Soecifv)

1
Number

io. AMNUAL ACCUMULATION

XJ5 File Drawer (s)

o Microfilm Reel (s)

• Computer Tape(s)

• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

f\ a Monlh(s) jftfc Year(s)
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes, specify agency or office)

D Yes XOUdJo

16. AUDIT REQUIREMENTS

o None x g State • Federal o Independenl

18. RECOMMENDED RETENTION

- Reta
then destroy.

20. TELEPHONE NUMBER

(410) 225-6764

in for ten (10) years

21. DATE

4/12/94

DGS 5504 (Rm<3»d 1/93)



INSTRUCTION^ - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERlfeS. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
R E C O R D S MANAGEMENT DIVISION

7215 WATERLOO ROAD

P.O BOX 27J - JESSUP. MARYLAND 20794

AGENCY RECORbS INVENTORY

Dept. of Health & Menal
Hygifinp

i DIVISION
Medical Care Policy Adm.

1 UNIT
Div. of Aging Serv ices

DEFINITION - Aicordi Striti • A group of rililid rtcotdi nomiitly Illid ind und n • unit for r«f»rtnci n will I t rittntton ind JlipoilUon purpotti.

K. RECORD SERIES TITLE

Audit Reports

4. EARLIEST YEAR I LATETEST YEAR

1 Q . « 7 TO 1 Q O S

i. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of infomalion/documenis/torms found In Ihe Series Include Ihe purpose or function of Ihe Series)

Audit Reports conducted by persons or agencies other than State Legislative
Auditors.

7. RECORD SERIES FORMATfS)

Spel le r Size o Microfilm

^Ptegal Size O Computer Tape

a Bound Book D Floppy Disk

• Audio Tape a Video Tape

o Other (Specify)

RECORD SERIES SEQUENCE

X » Alphabetical

o Numerical

^ 5 Chronological

• Geographical

D Olher (Specify)

S. VOLUME

X x S t F n e D'awer(s)
• Microfilm Reel (s)
D Computer Tape (s)
b Olher (Specify)

Number

1o. ANNUAL ACCUMLATION

X X S t File Drawer (s)

o MtcTofllm Reel (s)

D Computer Tape(s)

1/6 D Other (Specify) _

Number

11. FILE IS USED

• Daily o Weekly

12. FILE BECOMES INACTIVE AFTER

6 a Monlh(s) X 3 p Year(s)
Number

1 1 CURRENT lOcATIONfS) (Dldg . Floor. Room)

OUtside of room 128, 1st Floor
O1Conor Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE1 (If yes. specify agency or office)

o Yes X X I Uo

IS. ACCESS RESTRICTIONS (It yes. cite law(s) 4 regiihlion(s)

o Yes ;_ X J p No

16. AUDIT REQUIREMENTS

D None o Federal o Independenl

17. IS AH INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)
is. RECOMMENDED RETENTION - Retain permanently, pe r iod ica l l y

t ransfer to State Archives
• Yes o No

14. NAME AND TITLE OF PREPARER

Douglas C. Sommers

20. TELEPHONE NUMBER

(410) 225-6764

21. DATE

4/12/94

DGS 550-4 (R«vtssd 1/93)


